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800 |[nternational security Al f airs. General (NC1-330-77-1).
Under Secretary of ense (Policy) 1n the Ofice of the
Secretary of Defense perforns the follow ng functions:

1. Mnitors DoD participation in the National Security
Counci| (Nsc) and initiates appropriate action in DoD
| npl ement ing NSC s approved policies.

2. Devel ops and coordi nates Defense positions, policies,
pl ans, and procedures in the fields of international political
and/ar mlitary and foreign economc affairs.

3, identifies the national security objectives of the
United States; studies the worlds ituat ion and emergi ng problens
of major significance of the security of the United States,
anal yz ing the range of possible political and/or mlitary actions
for dealing wth the sol ution.

4. Develops plans and other docunments used to organize and
monitor the activities of the MIlitary Assistance Advisory

G oups.

Unl ess otherw se noted, all 800 files designated for _
permanent retention wll be transferred to the National Archives
when 30 years ol d.

801 Reserved (see 103, Comon M ssion Files).

801- 04 Agreenents File (NCI-330-77-1)

1. See 103-04.

_ 2. It may also contain agreenments with foreign or
I nternational organizations concerning the operations or support
of overseas forces or equipnment. |ncluded are comments on

agreenents between nat ions negotiated by the State Departnent
whi ch may i npact on national defense.

¥ Disposition: Permanent. Retire to the WNRC when 5 years
old .

802 Staff Ofices

.. 802-01 Treaty Obligations. Copies of docunents containing
mlitary commtnents and treaty obligations, interpretations,
comments or proposals.

_Disposition: Permanent. Retire to the WNRC 5 years after
conmtment or treaty is obsolete or cancel ed.
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802-02 Overseas Travel C earance.

1. Policy on obtaining clearance to officially visit
overseas areas.

D sposition: Per manent . Retire to the wNRc when cancel ed
or superseded.

2. Specific requests, clearances, and briefing data.

Disposition: Destroy upon conpletion of travel or after 90
days, whichever is |ater. (NI-330-93-2)

802-03 Foreign Mlitary Rights Affairs. Docunents that
devel op and coordi nate DoD proposals and positions on mlitary
facilities, operating-rights, and _status of U S. Forces in other
countries; preparation of negotiatina instructions for U S.

di pl omati ¢ missions ON necessary agreements and nbmie oring of
the inplementation of these agreenents.

Disposition: Permanent. Retire to the WNRCc 5 years after
agreenent vol ded.

803 Security AsSi stance

i 803-01 Policy, Plans, and Program Fornulation. Docunents
that:

1. Fornmulate DoD Security Assistance prograns, including
policies, plans, and priorities.

- Disposition: Permanent. Retire to the wNRc 5 years after -
policy or directive is canceled or superseded.

2. Provide input to DoD planning, progranm ng, and budget

systens for security assistance. This would include expenditures
and receipts for sale of Defense articles, planned operating
expenses, etc.

Disposition: Destroy 3 years after end of fiscal year.

3. Establish DoD position on eligibility of foreign
governments and international organizations for security
assi st ance.

- Disposition: Permanent. Retire to the wNrc 5 years after
policy or directive is canceled or superseded.

4, Directs and nonitor the MIlitary Assistance Advisory

Groups and representatives. |ncludes the Mlitary Assistance and
Sal es Manual .
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Disposition: Permanent. Retire to the WNRC 5 years after
policy or directive is canceled or superseded.

5. Direct the Congressional Presentation Docunent.

- Disposition: Pernmanent. Retire to the WNRC 5 years after
policy or directive is canceled or superseded.

6. Provide policy guidance on the sale of defense articles
and servi ces.

Disposition: Permanent. Retire to the WNRC 5 years after
policy.or directive is cancel ed or superseded.

804 European and NATO Affairs

804-01 European Region Files. Policy matters of Defense
Interests pertaining to the North Atlantic Treaty O ganization
(NATO) and the countries of the Alliance (but excluding Geece
and Turkey) ; the Warsaw Pact; Berlin; and all other European
countries.

Disposition: Permanent. Retire to the WNRC 5 years after
cancel ed or superseded.

805 Policy and Pl ans

805-01 Policy, Plans, and National Security Council Affairs.
Anal yses and pl anni ng docunents affecting U S. national security -
and defense posture; studies of current and energing
International politics and mlitary issues; evaluations of
politics and mlitary inplications of advanced weapons systens,
force deploynments, and regional defense concepts; coordination
for the Departnent of Defense on foreign disaster relief;
policies and coordination for mlitary activities in or near
politically sensitive areas.

_ Disposition: Permanent. Policy, plans, procedures, and
directives, retire to the wNRC 5 yeafs after cancel ed or
super seded; anal yses, evaluations, and studies, retire to the
WNRC 5 years after superseded.

805-02 Miutual Bal ance of Forces Reduction (MBrr) Task Force.
Anal yses, plans, and DoD positions on any MBFR tal ks or
negoti ati ons.

Disposition: Permanent. Retire to the WNRC 5 years after
super’ sessi on.
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805-03 Law of the Sea. DoD policy matters on Law of the Sea
and aspects of territorial waters, navigation, fishing, seabed,
research, marine pollution, and relations with the U.N. Law of
the Sea conferences.

Disposition: Permanent. Retire to the WNRc 5 years after
super sessi on.

806 East Asianand Pacific Affairs

806-01 East Asian and Pacific Region. Policy matters of
Def ense interest on countries of the East Asian and Pacific
Regi on (except the Union of Soviet Socialist Republics).

Disposition: Permanent. Retire to the WNRC 5 years after
supersession.

- — -

807 Near Eastern. African. and South asian Affairs

_ 807-01 Near East and South Asia. Policy matters of Defense
I nterest on countries of the Near East and South Asian regions,
i ncluding Greece and Turkey and the Indian Ccean islands, (except

t he Malagasy Republi c)

Disposition: Permanent. Retire to the wNrc 5 years after
super sessi on.

807-02 Africa Region. Policy matters of Defense interest on

OVU/l-Ug : t 0
countries of Africa and the Malagasy Republic (except the United
Arab Republic).

Disposition: Permanent. Retire to the wNRc 5 years after -
super sessi on.

08 International Economc Affairs

808-01 International Economc Affairs. Documents on foreign
economc I nplications of currently approved, new or alternative
programs of force structures, weapons systens, and other nmilitary
capabi lities.

Disposition: Pernmanent. Retire to the WNRC 5 years after
super sessi on.

808-02 Strategic Trade and Disclosure. DoD positions,
policies, plans, a%d procedures in the fields oP gtrateglc trade

control; monitors export control; and foreign disclosure.
Documents, conmittee charter, menberships, mnutes of the
National MIlitary Disclosure Policy Commttee.

Disposition: Permanent. Retire to the wNrRc 5 years after
super sessi on.
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808-03 Prisoner of war and/or Mssing in Action Affairs.
Policy on the overall program and coordinating docunents of all
DoD and/or MA activities. Directives on procedures on Prisoners
of War (POWN and detai nee prograns.

Disposition: Permanent. Retire to the WNRC 5 years after
super sessi on.

808-04 Commttee on Foreign Investnent in the United States
(CFIUS) Case Files. Case files accunulated in the

Def ense Technol ogy Security Adm nistration ( DTSA) in response to
requests from the Departnent of Treasury (chair of ( CFIus )
regarding. proposed nergers, acquisitions, and takeovers of U.S.
busi ness by foreign investors. |nc|udes tasking documents from
Departnent of the Treasury, |ists of DoD agencies to which case
Is referred and responses, background information on conpanies,
and in certain instances, special reports.

Disposition: Cut off when case is closed or no |onger
needed for current business; hold in current files for 3 years
and retire to WNRC; destroy when 10 years old except that
materials of no substantive value such as annual reports
submtted by conpanies may be destroyed when no | onger needed,
as 1s authorized for reference paper docunments nai ntail ned under
the provisions of series 103-08. 3.

f Strategic Arms Limtation Treaty (SALT) policy for the DoD.

809 SALT Task Force Files. Advice fornulation and coordi nation
0

Disposition: Permanent. Retire to the WNRC 5 years after
super sessi on.

810 Autonmmati c Data Processing (apP) Fil es

810-01 International Balance of Paynent. (MAP) (I SA)
A machi ne-readable file created by Defense Security Assistance
Agency (Dsaa) to provide data for research and referral. |t also
serves as input to the Ofice of the DoD Conptroller Mster
| nternational Bal ance of Paynments file which has a different
di sposal schedul e (see Nc1-330-78-5).

1. WNMaster ADP File.

Disposition: Retain until no longer required for reference.

2. lnput to Master File.

Disposition: Scratch when 9 nonths ol d.
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810-02 Poreign MIlitary Sal es (FM8) (DSaa) (AR) 1100. A
machi ne-readabl e cunmul ative record of FMS recording inf ormat ion
on wvalid country requests, execution of accepted cases, del ivery
forecasts, and actual deliveries.

1. Master File.
a. Case Report System

[]sFosition: Permanent. Transfer to the National Archives
when no longer required for reference.

b. Item Detail Tape.

Disposition: Permanent. Transfer to the National Archives
when no longer required for reference. -

. c. Mster FMS Record;. FMS Delivery File and Financi al
ape.

| Disposition: Scratch when 6 years old or no |onger required
‘for reference, whichever is later.

2. Quarterly File.

Disposition: Scratch when 6 years old or no |onger required
f or reference, whichever is later.

3. Weekly Report.

Disposition: Scratch when 90 days ol d.

4, Hard Copy Qutput. Journals, facts, congressional
presentations.

Disposition: Retire one copy annually for permanent
phfservatlon. Transfer to the National Archives when 25 years
old.

- 810-03 Mlitary Assistance Program (MAP) (psaa) (AR) 1000.
This I's a nachi ne-readabl e record, tape resident, recording MAP
deliveries in material or services for participating countries.

1. Master Program and/or Delivery Tape.

D sposition: Permanent. Make available to the NaRa when no
| onger required for reference.

2. MP Delivery Summary File and CPD Summary File
reference, whichever is |ater.

Disposition: Tenporary. Scratch when 5 years old or no
800- 6
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| onger required.
3. Quarterly File.

Disposition: Tenporary. Scratch when 5 years old or no
| onger required for reference, whichever is later.

811 Files of Military AsSSi Stance Advisorv Groups (MAAGS ) .

MIitary Mssions, and Simlar Joint Activities Established in
Foreiagn Countries to Manage DOD Security Assistance Activities

(NC1-330-79-3)
811-01 Records On Security Assistance

1. Records on prograns for the %rovision of security’
assi stance to foreign governnents in the formof material,
training, and other assistance. Included are records that relate
to establishing the requirenents of foreign governnents,
I ncluding material s that ?ertain to the organization, functions,
strength, and readiness of foreign mlitary units, as well as
records that document fulfillnment of requirements by the U S. |,
such as prograns, anendnments, and rel ated papers, delivery
schedul es, and records. that relate to visits of United States
personnel to foreign mlitary installations for the purpose of
Baa£n|ng and observation. Excluded are records described in 811-

Disposition: Permanent. Retire to the wNRc when 5 years
old . Transfer to the National Archives when 20 years ol d.

2. Records on individual transactions involving the
shi pping, storage, issue, receipt, and distribution of U S.
materiel provided to foreign governnents, including supply”
mani f ests, vouchers, receipts, and invoices, as well as records
on the training provided by the United States to individual
foreign nationals, such as bioPraphic data, travel orders, 1 ists
of courses taken, and copies of academ c reports.

_ Disposition: Tenporary. Destroy in accordance with the
di sposition schedul es of the Departnent deS|%pated_to rovi de
admnistrative support as identified in DoD Drective 5124.3

(reference (ee) )

811- 02 Records on the O ganization and Functions of
US Mlitary Mssions. Included are agreenents, directives,

under st andi ngs, F0|iC gui dance docunments, and sim/lar
instructional material received fromelenents of the Departnent

of Defense, the Departnent of State and its conponents, and from
forei gn governnents as well as records generated within the
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m ssions thenselves, such as regulations, admnistrative
menoranda, other policy iIssuances, organization charts, manuals,
organi zation planning files, and general orders that docunent
such matters as changes in command, organizational changes, and
the issuance of awards.

Disposition: Permanent. Retire to the WNRC when 5 years
old. Transfer to the National Archives when 20 years ol d.

_ 811-03 Ot her Records on Maae’s and Mssion. Follow the DoD
di sposition schedul es of the Department deS|%Fated_to rovi de
adm nistrative support as identified in DoD Directive 5100. 3
(reference (2)).

‘Disposition: Follow the DoD disposition schedules of the
Service designated tq provide adm nistrative support as
Identified in DoD Directive 5100.3 (reference (z?).

812 Deputy Under secretary of Defense (security Policy)

ergency Planning Fi| es (N1-330-90-3)

812-01 Program Planning Files. Docunents on devel opnent of
policy, plans, and procedures for the discharge of functions for
energency planning and preparedness, crisis nmanagenent, defense
nmobi ['i zati on and expansion in enmergency situations, mlitary
support of civil authorities, and continuity of operations and
continuity of governnent; provide support, as required, to the
Depart ment of fense and other U S. CGovernnent or State
agenci es on these-as Well as civil defense and related matters.
| ncl uded are:

a. Cvil Defense Files. Docunents on activities and -
neasures designed or undertaken to: 1) Mninize effects upon
civilian popul ation caused or expected to be caused by an eneny
attack on the United States. (2) Deal with inmedi ate energency
conditions which would be created by such an attack. (3) Effect
energency repalrs to, or the energency restoration of, vital
utilities and facilities destroyed or damaged by such an attack.

b. Continuity of Governnent Files. Docunents on
measures designed to ensure continuity of essential functions of
t he Federal vernment in the event of a national energency.

c. Exercise (Command Post) Files. Records of military
maneuvers or sinulated wartime operations involving planning,
preparation, and execution.

~d. Intelligence Warning Indicators Files. Docunents on
sel ective dissemnation of warnings and energency information
w thin Federal Energency Managenment Agency (FEMA) regional areas
w thin state-w de areas.
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e. Mlitary Support to Gvil Authorities (MsCA) in
Peacetime Conditions Files. Records on policy, plans and
procedures governing MSCA in peacetinme or wartinme conditions:
(1) Data concerning mssions assigned to DoD to assist civil
authorities in dealing with disturbances that exceed |aw
enforcement capabilities of State and |ocal authorities. (2)
Docunments related to the execution of disaster preparedness.

e.g., plans for hurricanes, earthquakes, etc.) (3) Explosive
dnance Disposal. Docunentation of identification, detection,
recovery and disposal of unexpl oded expl osive ordnance.

- f. Mlitary Support to Cvil Defense Files. Docunents
relating to role as principal DoD spokesman to mlitary &
civilian authorities on matters of policy and doctrine for
mlitary support to civil defense: (1) Gvil Infrastructure
Devel opnent.  Fixed and pernmanent installations or facilities for
squort and control of mlitary forces. (2) Key Asset Program
Policy guidance for planning to protect key assets (any
I ndustrial asset and any infrastructure asset owned by civil
agencies or private sector)

9« Mobilization Steering Goup Files: (1) Changes to
current policies, plans, programs, and procedures that would
| nprove the Departnment’s ability to mobilize rapidly and depl oy
m |tar¥_forces. (2) Evaluations of the departnment’s capability
to nobilize forces and to carry out major deploynent plans.

h. Graduateted Mbilization Response Files. Docunents
on: (1) Development and i nplenentation of increnental
mobi | i zation steps that are responsible to a w de range of
national security threats and warning indicators. (5? Qui ck and
effective inplenentation of nobilization preparedness neasures.
(3) Coherent decisions that relate nobilization response to the
anticipated mlitary. requirements and overall national security

policy.

_ . National Security Energency Preparedness (NSEP)

Files. Documentation of capabilities at all |evels of government
to meet essential defense and civilian needs in any natural,
technological, or mlitary occurrence that degrades or threatens
the security of the nation.

| j. Wite House Correspondence Files. Queries fromthe
Wi te House regarding on-going prograns, projects, and activities
of the DUSD (P).

Disposition: Permanent. Retire to the WNRC when superseded
O{dobsolete. Transfer to the National Archives when 30 years
ol d.
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812- 02 Defense Advisory Board Files. Reference naterial
on board study activities.

Disposition: Destroy when superseded, obsolete, or no
| onger needed for reference.

812-03 Defense Planning & Budget. Reference files on
energencg pl anning response to Secretary of Defense’ s planning
program budget .

Disposition: Destroy when superseded, obsolete, or no
| onger needed for reference.

812- 04 Defense Production Act. Reference files on
the Defense Production Act of 1950.

Disposition: Destroy when superseded, obsolete, or no
| onger needed for reference.

812-05 DoD Emergency Authorities Retrieval & Analysis
system Reference material used to devel op DEARAS as an
| nnovative contribution to DoD and Governnent-w de energency
managenment capability.

Disposition: Destroy when superseded, obsolete, or no
| onger needed for reference.

812- 06 Emergency Pl anni ng Preparedness. Reference files
on national security energy, energency planning and response.

Disposition: Destroy when superseded, obsolete, or no
| onger needed for reference.

- 812-07 Energy Emergencies. Reference materjal on speci al
activities on nafional Security, energency planning and response.

Disposition: Destroy when superseded, obsolete, or no
| onger needed for reference.

812-08 FeMA Activities. Reference materials poncerning
the wde range of emergency managenent activities in the Federal
Covernnent during tines of peace and war.

Disposition: Destroy when superseded, obsolete, or no
| onger needed for reference.

- 812-09 Foreign Acquisitions Reference naterials that
monitor U S, econony with other major industrial countries.

Disposition: Destroy when superseded, obsolete, or no
| onger needed for reference.
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812-10 Industrial College of the Arned Forces. Reference
material on research on strategic resources that inpact on
national security.

Disposition: Destroy when superseded, obsolete, or no
| onger needed for reference.

812-11 Mobilization Matters. Reference docunents on the
act of organizing national resources to place the nation in a
state of readiness to neet a mlitary threat; calling up of
reserves and assenbly of mlitary forces in order to neet a
national energency.

Disposition: Destroy when superseded, obsolete, or no
longer needed for reference.

812-12 Mbobilization Research Studies (||
material on government or contractor activit
and policy devel opnent.

RS). Reference
| es on nobilization

Disposition: Destroy when superseded, obsolete, or no
| onger needed for reference.

| 812-13 Industrial Base Preparedness Planning Reference
Files. Material on the preparedness of industry to produce
essential material to support national mlitary objectives.

Disposition: Destroy when superseded, obsolete, or no
| onger needed for reference.

812-14 Nati onal Securiay Affairs. Ref erence nateri al
enconpassi ng both national defense and foreign relations: A
def ense posture capable of successfully resisting hostile or
destructive action fromwthin or wthout, overt or covert.

Disposition: Destroy when superseded, obsolete, or no
| onger needed for reference.

4

812-15 National Defense Stockpile (ND8). Reference materi al

on stockpiling strategic and critical materials in the interest

of national defense to preclude a dangerous and costly dependence

on foreign sources of supply in tines of national energency.

Disposition: Destroy when superseded, obsolete, or no
| onger needed for reference.

812-16 NATO Affairs. Reference materials on international
organi zati ons covered by the agreenment of the NATQO
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Disposition: Destroy when superseded, obsolete, or no
longer needed for reference.

812-17 Readiness & Sustainability Issues. Reference
material on the ability and staying power (number of days) or
four forces, units, weapon systens, and equipnent that units can
deliver in the outputs for which they were designed (ability to
depl oy and enpl oy w thout unacceptable del ays)

Disposition: Destroy when superseded, obsolete, or no
| onger needed for reference.

812- 18 Reserve Forces. Reference material on functions of
non-nmobi | i zed forces of the United States. (1) The Nati onal
Guar d. (2) The Reserves.

D.ispdsition: De‘stroy when sﬁu‘perseded, obsol ete, or no
| onger needed for reference.

812-19 Sea- and Airlift Policy. Reference papers on the
total capacity of nunber of passengers and wei ght of cargo that
can be carried at any time to a given destination by the
available air or sea transport service.

Disposition: Destroy when superseded, obsolete, or no
| onger needed for reference.

812-20 Unified, Specified & Combined Conmands. Reference
material on mlitary mssions assigned by the President and the
Secretary of Defense.

Disposition: Destroy when superseded, obsolete, or no
| onger needed for reference.

812-21 Uniformed Services. Reference material on the
mlitary services. |Includes posture statements, docunents on
strategy and strategic planning, rules of engagenment, and other
topics of a general nature.

Disposition: Destroy when superseded, obsolete, or no
| onger needed for reference.
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900 Health Affairs (Except where otherw se noted, these files
were approved under National Archives Job No. NC1-33 0-77-5 ) .
Health Affairs Files. This chapter consists of files necessary
to admnister the health af f airs policy function of the office-of
the Secretary of Defense. Included is advice and coordination on
all health matters in the Departnment of Defense.

Unl ess otherwi se indicated, all Health Affairs files of a
permanent nature will be transferred to the National Archives
when 30 years old. Files nmay be further divided depending upon
vol ume by the use of a decimal suffix.

901 Reserved (see 103, Conmon Mission Fil es)
901-01 Defense Medical Data” Dictionary (DMDD) (NC1-330-92-11)

This automated database is naintained by the Department of
Defense (Health Af f airs ) . The Defense Medical Data Dictionary
(DMDD) IS designed to collect, catalog, analyze and standardize
term nol ogy, content, and format of data el ements used in
operational and proposed nedical information systens of the
Depart ment of Defense. The DVDD includes the physical and
| ogi cal data el enment characteristics; source data el enent and
file information; data elenent definition and ot her
docunentation; status of data elenment in the standardi zation
Frgfess; official data el ement nanes; and data el enent val ue
abl es.

_ Di sposition: Permanent. Transfer copies of the electronic-
files and docunentation to the National Archives in Septenber
1992. Thereafter, transfer on an annual basis. Al transfers
should be made in accordance wth the standards set forth in 36
CFR 1228 (reference (e) ) .

902 Drug and Al cohol Abuse

902-01

1. Prevention and Identification. Docunments on policy
ggldance on the prevention and identification of drug and al cohol
abuse.

Disvosition: Permanent. Retire to the wNRc when obsol ete
or superseded, as prescribed for policy-type docunents maintained
I n accordance with series 103-01.

2. Admnistrative docunents that Frescribe procedures to
determ ne frequency of testing and identification of drug and
al cohol abuse personnel subject to testing.
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| Disposition: Destroy when superseded by new technol ogy or
| nproved procedures.

902-02 Al cohol Abuse. Policy matters on the al cohol abuse
treatment progranms prescribing procedures to be used and -
guidelines in the admnistration and discipline of personnel wth

al cohol probl ens.

Disposition: Permanent. Retire to the WANRC when obsol ete
or superseded, as prescribed for policy-type docunents naintained
I n accordance with series 103-01.

902-03 Treatnment and Rehabilitation

1. Policy on alcohol or drug treatnent that prescribes the
type of action to be undertaken for treatnent, the rehabilitation
procedures, and what disposition is to be made of those who
conplete the programor drop out. These are policy matters and
do not include case files.

Disposition: Permanent. Retire to the WNRC when superseded
or obsolete, as prescribed for policy-type docunents maintained
In accordance with series 103-01.

2. Statistics on the nunber of mlitary personnel
undergoing treatment, or retreatment and those separated or
returned to duty. Excludes raw statistical data included in
conpi | ed studies.

~Disposition: Permanent. Retire to the wNrc when no | onger
requi red for reference.

. 3. Periodic evaluations on a "when required” basis
consi sting of docunments that neasure the suyccess and
ef fectiveness of the program

_Disposition: Permanent. Retire to the wNrc when no | onger
requi red for reference.

902-04 Education and Training. Documents that devel op and
| mpl ement policy for use in education and training prograns used
by the Arnmed Forces. |t does not include individual training
records but does include evaluations of the effectiveness of "the

current policy.

_Disposition: a. Retire policy matters to the wNRC when
obsol ete or superseded, as prescribed for papers maintained in
accordance wth series 103-01. b. Evaluations are pernanent.
Retire to the WNRC when obsol ete or superseded.

903 Resource Analysis

900- 2



N
H
L

Al 15, Encl. 4

903-01 Facilities and Material. Developnent, coordination,
and monitoring of DoD nedical facilities and material policies,
pl ans, and precgrams. Policies and guidelines on planning and
space standards for mlitary health care facilities. Review and
coordi nation of plans and prograns of FEMA regarding nedi cal

reconmendat i ons on proposed |egislation about facilities or
mat eri al .

Disposition: Permanent. Retire to the WNRC when obsol ete
or superseded, as prescribed for policy-type docunents nai ntai ned
I n accordance with series 103-01.

903-02 Health Manpower. D rectives that establish the *
mlitary requirements“for health personnel. These are of a
nature that identify the critical nedical and dental heal th
categories; designate those entitled to continuation pay; and
authorize strengths in grade for the Medical and Dental Oficers
corps . Prelimnary to the issue of such directives would be
docunentation consisting of studies and anal yses that indicate
the necessity for change. Policy directives on the utilization
and nedi cal education and training of health specialists. An
exanpl e woul d be internship programpolicy and a determ nation of
obl i gated service tine for those who receive special training.
Anot her woul d i nclude docunments proposing |egislation affecting
heal th programs such as bonus noney to stinulate recruitnment and
retention.

Disposition: Pernmanent. Retire to the WNRC when superseded
or obsolete, as prescribed for policy-type docunents nmintai ned -
I n accordance wth series 103-01.

903- 03 Cost and Budget. Docunents on budget requirements
for health activities to be incorporated in appropriate budgets
and plans. Cost-benefit studies of possible cross-savings,
consol i dations, or disestablishnent of health facilities.

D sposition: Per manent . Retire to the WNRC when obsol ete
or superseded.

904 Health Informati on svstems

904-01 Program Statistics. Analyses of medical care case

| oad reports provided by the MIitary Departnents, the
correlation with manpower reports on the mlitary and dependent
popul ation in various defense communities in order to determ ne
the type nedical facility needed to deliver the required
healthcare. The analyses of reports fromthe MIlitary
Departments on the incidence of various diseases; the nunber of
recruits rejected for health reasons and simlar data of nedical
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| nt er est .

Disposition: Permanent. Retire to the wNRc when 5 years
old.

904-02 Data Systens

1. Docunents describing nedical data system requirenents
to the programm ng and operating facility.

2. User manual s of operable data systens.
3. Agreenents for data systens support.

Disposition: Destroy 2 years after system discontinued.

4. Analyses and studies of data Syst em requirements f or
health affairs.

Di |tion: ‘Destroy 1 year after supersession.

904-03 Defense Enrollnment Eligibility Reporting System
(DEERS) Enrol | nent Data Base (¥ci-330-90~5). Duplicate copies of
DD Form 1172, ‘*Application for Unifornmed Services ldentification
Card -- DEERS Enrollnent, » submtted by the Mlitary Services to
t he pEERS Support O fice, Mnterey, California, and used to
create a data base to provide a conplete tracking and eligibility
history for every eligible and past-eligible beneficiary of the
DEERS . These docunents exist in hardcopy format initially and
are then witten onto 12-inch opt ical disks after scanning,
regi stration in the system downloading, and quality control
testing.

Disposition: a. Hardcopy version of pp Form 1172: Destroy
once witten to optical disk. b. Optical disks: Destroy

primary and backup copies after 5 years.

905 Utility Reviews and ouality ASsurance

905-01 Utility Review. Studies and anal yses of areas of
potential Innovation and assessnents of valué to productivity-
enhanci ng technology wth a view towards the inprovenent of
health services in the DoD.

¥ Disposition: Permanent. Retire to the wNrRc when 5 years
old .

- 905-02 Quality Assurance Studies and Anal yses of Healthcare
Quality.
1. Standards.
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Disposition: Permanent. Retire to the WANRC when no
| onger required for reference.

2. Studies and eval uations on a "when required" basis, not
resulting in issuance of new standards.

Disposition: Destroy when 5 years ol d.

3. Studies and analyses that result in issuance of new
st andar ds.

Disposition: Permanent. Retire to the wNRC when no
| onger required for reference.

- -

-

906 CHAMPUS Records
906-01 Policy

_ 1. These docunments are generally in the form of
Instructions to the DoD Conponents on the admnistration of the

Cvilian Health and Medi cal Program of the Uniformed Services

(CHAMPUS) program  They establish such policy as eligibilit
under the programfor active duty, retired, and dependents of the
mlitary; guidance on obtaining contract support; the creation of
an accounting systemto process clains and related matters.

Di sposi tion: Per manent . Retire to Denver Federal Records
Cent er (FRC) when superseded or obsol ete, as prescribed for
policy-type docunents naintained in accordance with series 103- -

01.

2. Studies and reviews of devel opments and trends in the
health industry that may inpact on CHA@PUS.

Disposition: Destroy when 5 years ol d.

3. Analyses of CHAMPUS costs for various types of treatnent
to determne equitable pricing structure.

~Disposition: Destroy when 5 years old. This is a
conti nuous evol utionary process.

4. Anal yses and preparation of the CHAMPUS budget.

Disposition: Destroy when 5 vears ol d. o
t he OSD budget process. y y This i's input to

906-02 Liaison Activities. Coordination beﬁMﬁen i ndustry
organi zati1 ons and professional associations; wt eal thcare
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progranms in the uniformed and other health agencies.

Disposition: Destroy when 10 years ol d.

907 Planning and Policy

907-01 poliey Analysis. - These files consist of studies made
of the continuing need for health policies that are proposed or
presently in the forns of directives or instructions. These
files also coordinate the proposals of other offices on the need
f or healthcare | egislation.

g Disposition: Permanent. Retire to the wWNRc when 5 years
ol d.

907-02 Mobilization Plans. -Coo”rdination of medical aspects
of ﬁnergency war and nobilization planning. Docunents on |1 aison
with FEVA

Disposition: Permanent. Retire to the WNRC when
superseded or obsol ete.

907-03 Productivity Planning. Studies and anal yses whose
purposes is to optimze efficiency in the healthcare program
The deveIanent of uniform standards to neasure productivity.
Some exanples are the exploration of shared resources and the use
of screening by a technician to save the doctor’s tine.

Disposition: Permanent. Retire to the WNRC when
super seded or obsol ete.

908 Dental Affairs

908-01 Policy

1. The devel opment, coordination, and issuance of |
directives and guidelines on dental policy for the DoD. This
woul d i nclude such policy matters as the limtation of dental
care for mlitary dependents, the joint utilization of personnel
and facilities for dental care.

Disposition: Permanent. Retire to the wNrc when superseded
or obsolete, as prescribed for policy-type documents maintained
I n accordance with series 103-01.

2. The estimation of an equitable continuation pay for
dental officers.

- Disposition: Destroy 2 years after new estimtes for
| egi sl at1ve changes proposed.

‘3. Monitoring of the Dental Student Program
900- 6
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Disposition: Destroy when 3 years old.

4. The establishnent of standards for dental classification
and specifications for conducting dental exam nations.

Disposition: Permanent. Retire to the WNRC when superseded
or obsol ete.

909 Medical Affairs. Devel opnent, coordination, and directives
on the nedical aspects of DoD prograns (clinical and preventive
medicine for the Arned Forces) reparation of DoD Directives
and I nstructions on nedical sexrvices prograns in the DoD.

Coordi nation of Federal nmedi cal professional activities.

Disposition: Permanent. Retire to the WNRC when superseded
or obsolete, as prescribed for policy-type docunents naintalned
I n accordance wth series 103-01.

910 Medi cal Readi ness (NC1-330-80-12 )
910-01 Ceneral.

1.  Speeches. Copies of speeches made by assigned personnel
or by others on nedical readi ness.

Disposition: Destroy when no |onger required for reference.
The Public Affairs office has the record copies of speeches.

2. Commttee and Conference Records. Docunents on
establ i shing, operating, and dissolving conmttees that consider,
advi se, take action, and report on specifically assigned
functions. They include joint, interdepartnental, and
International commttees in which OSD participates as well as
commttees within principal conmponents of the DoD. Included are
proposal s, approvals, and disapprovals to establish the
conmttee; charters, ternms of reference, and coments on them
directives establishing, changing, continuing, or dissolving the
conmm ttee; docunents nom nating, approving, appointing, and
relieving commttee nenbers; notices, agenda, mnutes, and
reports of commttee neetings; and related docunents.

Disposition: a. Ofice of the conmttee chairman or
secretariat, whichever is designated office of record: .
Permanent. Cut off when no |onger needed for current operations;
retire to the wNre 5 years after cutoff or when the commttee is
abol i shed, as prescribed for conmttee-type docunents maintained
In accordance wth series 103-06.1. b. Ofices of other
conm ttee nenbers, destroy when no |onger needed for current
oper ati ons.
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910-02 Arned Services Medical Regulatory Of ice (ASMRO)
Records. Copies of capability reports and simlar infornmation
fromthe AsSMRO.

Disposition: Destroy when no |onger required for reference,
?gsagéhorized for records maintained in accordance Wwith series

910-03 Audits.

1. Ceneral Accounting Audits. Case files of audits of
medi cal facilities or related to health affairs. The DoD
| nspector General is the poc for internal and GAO auditing
activity.

Disposition: Apply disposition schedule from Section
103-10.

2. Defense Audit Service Audits Case files of audits
of nmedical facilities or related to health affairs.

‘Disposition: See Section 103-10.

910-04 National D saster Mdical system/DoD-vA Contingency
system “

1. Agreenents on concepts training, and other
consi derations relevant to a contingency plan for the use of non-
Federal hospital facilities.

Disposition: Destroy 6 years after supersession, _
cancel lation, or termnation of the agreenent, as appropriate for-
agreenents maintained in accordance with series 103-04.

2. Special study reports.

- Disposition: a. Reports of task groups are permanent.
Retire to the WNRC when no | onger needed for reference. b.
Ref erence and non-record nmaterials accunulated in the preparation
of the studx, destroy when no longer required for reference, as
prescribed tor docunents naintained Iaw series 102-18.

3. Docunents on Directorate meetings.
Disposition: Pernmanent. Retire to the WNRC when superseded

or obsolete, as prescribed for documents naintained in accordance
with series 103-01.

4. Docunments on funding and rei nbursenent.

- Disposition: Destroy after 5 years or on discontinuance,
whi chever 1s first, as prescribed for docunents maintained in
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accordance wth series 103-03. 3.
5. Docunents on operations.

Disposition: Permanent. Cut off and transfer to the WNRC
when superseded or obsol ete, as prescribed for policy-type
docunments naintained | AW series 103-01.

910-05 Exercises. Docunments on exercises between elenents
of the Department of Defense and other Federal Agencies or
or gani zat i ons.

Disposition: Destroy when no longer required for reference.
910-06 International Affairs

1. Docunents on DoD relationship with Allied countries
on nmedi cal readiness matters.

Disposition: Permanent. Under Secretary of Defense
(Policy) offices retain the record copy of any agreenments with
foreign countries. The OASD(HA) retains any records created on
medi cal readi ness such. as evaluations and other analyses. Retire
to the wNRC when no | onger required for reference.

2. Reference documents on nedical facilities and
readiness in Allied countries such as Defense Intelligence Agency
(DIA) capability studies.

Disposition: Destroy when no longer required for reference.

910-07 Chairman of the Joint Chiefs of staff and Joint Staff
Matters

1. Copies of docunents relating to nedical readiness.
COpleslof capability assessnents, readiness reports, and simlar
materi al .

Disposition: Destroy when no |onger required for reference.

2. Docunents created for readiness eval uati on such as
anal yses of nedical readiness; recomendations of a policy
nat ure.

~Disposition: Permanent. Retire to the wNRC when no | onger
required for reference.

'910-08 MIlitary Medical Facilities. Reference docunents on
survey of resources of mlitary nmedical facilities.
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Disposition: Destroy when no longer required for reference,
as prescribed for docunments maintained | AW series 103-08. 3.

910-09 Mbbilization Planning

1. Docunents on the nmedical aspects of emergency war and
nmobi | ization planning. Docunents on liaison with other
activities such as the FEMA.

Disposition: Pernmanent. Retire to the WNRC when superseded
or obsolete, as frescrlbed for policy-type docunments naintained
| AW series 103-01.

2. Reference material.
Disposition: Destroy when ﬁd'longer needed for reference.
910-10 Medi cal Resource Requirenents.

1, Studies and forecasts of wartime medical resource
requi renents obtained through nodeling techniques.

Disposition. Permanent. Retire to the WANRC when no | onger
needed for current business.

2. Reference material.

Disposition: Destroy when no |onger needed.

2. Studies and forecasts by other agencies.

Disposition: Destroy when no |onger required for reference
(See Section 904-02).

' 910-11 Nucl ear, Biological, and Chem cal Warfare.

1. Evaluations and policies on nuclear, biological,
and chemcal warfare related to nmedi cal readi ness.

Disposition: Permanent. Retire to the WNRC when no
superseded or obsolete, as frescrlbed for policy-type docunents
mai ntai ned | AW series 103-01.

2. Reference material on nuclear, biological, and chem cal
warfare on nedi cal readiness.

D sposition: Destroy when superseded, obsolete, or no
| onger needed for referenCe, as prescribed for reference papers
mai ntai ned | AW series 103-08. 3.

910-12 Planning, Programm ng, Budgeting System
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1. Background papers on nedical readi ness budget
matters.

Disposition: Permanent. Retire to the WNRC when no
| onger needed for reference.

2. Reference docunents on the bu%gﬁt system including
pol icy guidance and copies of Program Qobjective Menoranda (PoOM).

Disposition: Destroy when no |onger required for reference.
See Section 303-02.3 for disposition.

910-13 Reserve Xffairs. -

1. Copies of policy docunents on the readi ness posture of
the Reserve forces.

Disposition: Destroy when no longer required for reference.

2. Studies, reports, and analyses of Reserve posture.

Disposition: Pernmanent. Reviews and anal yses of a formal
nature. Retire to the WNRC when no |onger required for
r ef erence.

910-14 Vartinme Skills Training.

1. Training policy on medical readiness training.

D sposition: Permanent. Retire to the WNRC when _
super seded, obsolete, or no needed for reference, as prescribed
for policy-type docunents nmintained | AW series 103-01.
| onger required for reference.

2. Training policy reference material.

Disposition: Destroy when superseded, obsolete, or no
longer required for referénce, as prescribed for docunents
naintalPe | AW series 103-08.3. See Section 903-02 for record
material .

3. General File.

. a.. Correspondence, nenoranda, agreenents,
authorizations, reports, requirenent reviews, plans, and
obj ectives on the establishment and operation of training courses

and conferences.
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Disposition: Destroy when 5 years old or 5 years after
conpl etion of a specific training program

b. Background and work papers.
Disposition: Destroy when 3 years old.

4. Individual Training. Documents on the availability of
training and participation In training prograns sponsored by
ot her Governnment agencies or non-Governnent institutions.

Disposition: Destroy when 5 years old or when superseded or
obsol ete, whichever s sooner.

911 OCHAMPUS Fil es

911-01 cmampus Contractor C ainms Records (NCl-330-92-5).
These files consist of any record, whether paper copy, mcroform
or electronic nedia, acquired or used by the fiscal intermediary
(FI)/contractor in the devel opnent and processing of CHAMPUS
CHAMPVA cl ains. These records include but are not limted to:
claims ( CHAMPUS clainms or other forns approved by OCHAMPUS)
receipts (itemzed statements) ; nedical reports (operative or
daily nursing notes, lab results, etc.) authorization fornmns;
nonavail abi ity statenments; certifications Of_e|[?[bl|lty; doubl e
coverage information; conpleted third party liability
guardi anshi p); peer reviews and other correspondence that support
paynents to beneficiaries, physicians, and other suppliers of
servi ce under CHAMPUS.

a. Paper records that are not nicrofil ned.

_ Disposition: Close out at end of the cal endar year in
which received; hold 1 additional vear; and transfer to the FRC
The FRC w || destroy after an additional 5 years retention.

b. Paper records that have been mcrofil med.

_ - Disposition: Destroy paper upon verification of
mcrofilm or as directed by OCHAMPUS.

c. Mcrofornl El ectronic Medi a.

. Disposition: Cose out at end of the calendar year in
whi ch created; hold on-site 6 additional years.

911-02 CHAMPUS Benefit Check Records (wci-330-77-16). These
files consist of paid checks which contractors receive from banks
covering anmounts paid to beneficiaries and/or sponsors,
physicians, and other suppliers of service under the CHAMPUS
program Al so included are check vouchers and cancel ed or voi ded
checks resulting from nonreceipt, |oss, theft, or nondelivery
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here the beneficiary and/or sponsor cannot be reached.

~ Disposition: Cose out at the end of the cal endar year in
which paid, or voided, as applicable; hold 1 additional year; and
retire to the FRC. The FRC wi || destroy after an additional 5
years' retention.

911-03 Explanation of CHAMPUS Benefit Records (NC -330-92-
5) . These files consist of explanation of CHAMPUS benefit _
notices Chanpus’ Explanation of Benefits ( CEOB's ) used to advise
beneficiaries/sponsors about CHAMPUS clainms. |Included are forns
that are developed |ocally by contractors regardi ng expl anation
of CHAMPUS benefits.

-

a. Paper records that are not mcrofil ned.

_ - Disposition: Close out at end of the calendar year in
whi ch issued; hold 1 additional year; transfer to the FRC
destroy after 5 years.

b. Paper records that have been mcrofil ned.

_ Disposition: Destroy upon verification of microfilm or
as directed by oOCHAMPUS.

c. McroformElectronic Mdi a.

_ ~ Disposition: Cose out at the end of the cal endar year
In which created; hold on-site 6 additional years.

911-04 Appeals and Hearings Case Files - CHAMPUS Program
(NC1-330-86-1) . These files accunmulate when a beneficiary and/or
sponsor, physician, or supplier of service is dissatisfied with
the contractor’s determ nation denying a request for paynment, or
w th the amount of the paynent, or when the individual believes
that the request for paynment is not being acted upon with
reasonabl e pronptness. Included are copies of the clainmants’
request for review, together with relevant witten statenents or
evidence, notices or review decision, requests for a hearing to
protest adverse decisions, hearing proceedings, hearing officers’
to protest adverse decisions, hearing proceedings, hearing
officers’ final decisions, and other papers resulting formthe
appeal s process.

Disposition: Place in inactive file upon final action on
the case. Cose out inactive file at the end of the cal endar
year in which action was taken, hold 1 additional year, and

retire to the FRC. Destroy after 5 years’ retention in the FRC
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911-05 Contractor Subcontractor Files. These files consi st
of copies of contractor agreenents with subcontractors, |eases
for building space, equipnent, and consulting and other services. ‘-’
| ncl uded are OCHAMPUS approvals, anendnents, and simlar papers.

Disposition: Close out at the end of the cal endar year in
whi ch paid, or voided, as applicable; hold 1 additional year; and
retire to the FRC. The FrRc W Il destroy after an additional 5
years’ retenti on.

011- 06 cHaMPus Provider Authorization File (NC1-330-81-8).

1. Certification of Institutional Providers of Healthcare
Cases Files. These files consist of certification of
institutional providers of healthcare as authorized CHAMPUS
provi ders- that neet all applicable provisions of [aw and
requlation. The files include: cHaMPUs forns, correspondence,
and rel ated docunents certifying that each provider
(institutional entity that provides nedical services or supplies
on an outpatient or inpatient basis) neets the criteria in the
CHAMPUS Regul ati on, DoD 6010 8-R (reference (aa)). They also
I ncl ude i1 nsure conpliance with cHAMPUS st andards, inves?igat|on
of conplaints, termnation and reinstatenent of ﬁroviders, and
assessment of the operational effectiveness of the provider
certification program

_ Disposition: Place in inactive file upon conpletion of the
final action, cutoff inactive file at the end of the cal endar
year in which final action was taken, hold for 2 additional
years, and retire to the ocHaMpus Records Hol ding Area (RHA).
Destroy after 3 years retention in the RHA.

2. Health Facilities Registry File. This file consists of
a conputer printout registry of CHAMPUS-approved institutional
provi ders of healthcare. The file includes the follow ng
categories of providers: Residential Treatment Centers,
Specialized Treatnent Facilities, and Program for the
Handi capped. (The registry is conpiled fromdata contained in
file m1.» above.)

Disposition: Destroy when superseded by a new registry.

911-07 CHAMPUS Recoupnent Files (Nci1-330-92-5). These files
consist of all docunments used to devel op and execute recoupnent
cases at the contractor and ocHAMPUS | evel. The files i ncl ude:
copi es of CHAMPUS claimforns, correspondence and rel ated
docunments, Explanations of Benefits, checks, investigative
reports, court documents and other docunents required to collect
debts owed the government. Information fromthese files may be
given to consuner credit agencies.

Disposition: Place in inactive file upon conpletion of the
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final’ action, cut off inactive file at the end of the cal endar or
fiscal year in which final action was taken, hold 1 year,
transfer to the FRC, destroy after 5 years.

911-08 Fraud and Abuse File (Nc1-330-86-2 ) . These files
consist of control forns, background papers, devel opnment records,
external agencies reports/ letters/investigative records, _
contractor products of processing, Wilization Review and Medi cal
Anal ysi s papers, and other docunents required to process fraud
and abuse cases.

. Disposition: Place in inactive file upon conpletion of the
final action, cut off inactive file at the end of the cal endar
year in which the f imal action was taken , hold 1 year, and
transfer to the FrRe. FRC Will hold for an additional 5 years.

911-09 ocmaMeus Litigation Files. These files consist of
OCHAMPUS copi es of docunments which are forwarded to the _
Department of Justice for litigation cases in which CHAMPUS is

party.

Disposition: Place in inactive file upon finalization of
the case, cut off inactive file at end of the calendar year in
which final action taken, hold 1 year, transfer to FRe. FRC w ||
hold for an additional 5 years.

911-10 oceampus Legal Opinion Files. These files consist of
records fromvarious legal files which are maintained for |egal

opi ni on purposes only.
Disposition: Destroy when no |onger needed for reference.

911-11 cmamMpus Medical Care Grievance Case Files. (NJ -330-
94-1. ) These files consist of beneficiary’s witten conplaints
of an ocHaMpus provider, health care finder, or other contractor
or subcontractor personnel to furnish the level or quality of
care and/or service to which the beneficiary may believe they are
entitled. This category includes the record of the contractor’s
review and findings, the response to the aggrieved party and,
where appropriate, the record of the corrective action taken.

Disposition: Cut off at the end of the cy in which case is
closed. Hold in CFA one additional year and retire to FRc.
Destroy after 5 years.

912 Uni f or med Services University of the Health Sci|ences (USUHS)
Student and Academ c Record Files (Nci-330~88-3)

912-01 Registrar/s Student Pronotions Commttee (sec) Files.
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Originals of proceedings of SPC on proficiency, deficiency,
graduation, deceleration and/or disenrollment of nedical students
and other matters referred to the SPC. This file contains
Information protected under the Privacy Act of 1974 (wusuo3).

Disposition: Cut off (COFF) upon graduation, transfer,
wi t hdrawal , or death (GTWD) of a student and incorporate in 912-
02 (NC1-330-88-3, Item 1).

912- 02 Registrar’s Academ c and Trai ni ng Progress Fil es.
| ndi vidual case files of nedical student training including
student’s academc credit transcripts which |ist grades and
credit hours for each class; results from medical board tests;
teacher evaluations wth final grade in each subject and/or
reason for nonconpliance (Spc correspondence, if applicable) ;
correspondence regarding State licensure certification procedures
or personal requests for academc transcripts and records related
to I ndividual tra|n|ng 8r01ects. This file also includes records
retired there from912-01. This file contains information
protected under the Privacy Act of 1974 (wusuo3).

Disposition: COFF upon GIWD of student; hold in CFA 20
¥ear%5 RET to the wNrc; DEST 50 years after GIVWD (NC1-330-88-3,
tem2).

912-03 Continuing Nursing Education Program Records.
| ndi vi dual nursing program records containing docunmentation
required for accreditation by the American Nurses Credentialling
Center’s Comm ssion of Accreditation.

Disposition: COFF annually (c¥); hold in CFA 5 years and
RET to the wWNRC; DEST 10 years after COFF (NC1-330-88-3, Item 7). -

912-04 Matriculant (G aduate School Records. |ndividual
student records containing required docunents for
application/selection/completion of program Each record al so
contains records on education, indicating subject studies, nunber
of quarter credit hours, final grade in each subject, and/or
reason for non-conpletion of the course. Also includes other
rel ated docunents required by college/university accrediting
organi zations. This file contains information protected under
the Privacy Act of 1974 (Wusuos).

Disposition: COFF upon GIWD of student; hold in CFA 5
year%b RET to the wwrc; DEST 50 years after GIWD (NC1-330-91-2,
tem4).

- 912- 05 Nommatriculate Records Files. Application records of
medi cal and graduate students who were selected to attend USUHS
but did not actually matriculate and records of applicants who
did not successfully neet all entrance requirenents and for those
who chose to withdraw during the application process (WUsuo4) .
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Disposition; COFF at end of school year (May) ; DEST in CFA 3
years after student’s nonmatricul ate date (NC1-330-88-3, [tem 5).

912-06 Continuing Medical Education Commttee (cMEC) Files.
Originals of proceedings of CMEC regarding all matters relating
to establishnent of USUES - sponsored CMEC prograns; other
materials referred to the C. This file contains no policy
mat eri al (NC1-330-88-3).

Disposition: COFF upon GTWD, hold in CFA 3 years; TRF tO
WNRC; dest after 50 years.

912-07 Continui ng Medi cal Education Program Records.
| ndi vidual . CME Program records containing docunentation required
for accreditation by the Accrediting Council for Continuing
Medi cal Educati on (ACCME), the Anerican Nurses Credentialling
t():e(r;ter’ s Comm ssion of Accreditation, or other CME accrediting
ody.

Disposition: CcoFF annually (cY), hold in CFA 6 years and
RET to the wNRC; DEST 10 years after COFF.

912- 08 Matriculant Adm ssions Files for Medical School.
Contains letters of application, letters of recomendation, and
general correspondence. This file contains information protected
under the Privacy ‘Act of 1974 (wWusuo3).

Disposition: COFF upon GIWD of student; hold in CFA 20
years; RET to the wNre; DEST 50 years after GTWD.

- 912-09 Student Exam Files. Arranged by class and include
copi es of exam nation booklets, answer sheets, testing materials,
correspondence, and other docunentation pertaining to the
adm nistration and control of student testing (NC1-330-91-2) .

Disposition: DEST when superseded or when no | onger needed.

912-10 Teaching and Coursework Files. |ncludes _
Instructional materials developed by the university teaching
faculty for both the four-year Medical Education and G aduate
Education prograns. Mintained by teaching departnents and
arranged by course catal og nunber "or subject.

1.  Syllabuses, course outlines, handouts, textbooks,
manual s, and other instructional materials and teaching aids, to
I nclude reprints of published nedical literature used In the
cl assroom

Disposition: a. Uniquely relevant mlitary courses or
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curriculum  PERMANENT . COFF upon revision or discontinuance.
RET to WNRC 5 years after COFF; TRF to NARA 25 years after COFF.
b. Regular nedi cal school or graduate school courses: update
periodically and destroy when no |onger need for reference.

2. Course announcenents; academ c cal endars consisting of
course rotation schedules for- 1st - 4th year students or graduate
school equivalent; general correspondence, reports, agreenents,
aut horizations, reviews, plans, objectives and other types of
records relating to the devel opnent, inplenmentation, and
adm nistration of the university' s teaching program |ecture

not es.
D sposition: DEST when no | onger needed.

912-21 Instructor’s Individual Medical Student Record Files.
These are files kept Tor the convenience ‘of the teaching staff
whi ch consist of materials duplicated in or not appropriate for
Inclusion in the Academ c and Training Progress Case Files,
912-02, or other series described el sewhere in this section.
Exanpl es of docunents that mght be kept in these files are
records of individual student rotation assignments, elective
assi gnments, student evaluations, clinical clerkships. These
files §ontain I nformation protected under the Privacy Act of 1974
(WUSTO3 ) .

Disposition: Review at the end of each acadenmi c year, DEST
or carry forward contents, as aPproprlate; upon GIWD of student,
DEST or TRF to the registrar ’s files, as appropriate.

912-12 Instructor +s Individual Gaduate School Record Files.
These are files kept for the convenience of the teaching staff -
whi ch consist of materials duplicated in or not appropriate for
inclusion in the Mtricul ant G aduate School Record Files, 912-04
or other series described elsewhere in this section. Exanples of
docunments that mght be kept in these files are records of
I ndi vi dual student assignnments, elective assignments, student
eval uations, or other related records. These files contain
I nformation protected under the Privacy Act of 1974 (wusuo3) .

Disposition: Review at end of each of each academ c year,
DEST or carry forward the contents, as appropriate. DEST when no
| onger needed.

912-13 Student Theses and Dissertations Files. Copies of
master’s theses and doctoral dissertations submtted as _
requirenents for award of an advanced degree in the basic nedical
sclences. Copies are submtted by each student as follows: one
to the university library;, one to the departnent |ibrary;, one to
the OFfice of Gaduate Education.

Di sposi tion: Ofice of Gaduate Educati on: Per manent .
900- 18
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Hold in the CFA for 10 years after date of publication and RET to
the WNRC; retire to the NARA after 25 years.

913 USUHS Paculty Files. Use for those files maintained by
I ndi vidual faculty that are usually reference in nature and
described el sewhere in this schedule.

_ 913-01 CQutside Affiliations. These are files consisting of
Information pertaining to outside professional organizations wth
which faculty nenbers are affiliated as officers, fellows or
partici pants, and may consist of correspondence, agendas, m nutes
of neetings, newsletters, reports, or other pertinent nmaterials.
They are maintained by or for individual faculty menbers for ease
of reference. Care should be exercised to ensure that

Information maintained in this file is pertinent to faculty
nmenbers’ USUHS appointnent. Affiliations may include but are not
limted to such organizations as the Anerican College of _

Car di ol ogy, Anerican Society for dinical Investigation, Anerican
Federation for Cinical Research, Anmerican College of Physicians,
Associ ation of American Medical Colleges, Association of Anmerican
Physi ci ans, Association of Program Directors in Internal

Medi ci ne, and Anerican Heart Association.

Disposition: Review periodically and DEST material that is
no | onger needed or appropriate for continued inclusion.

913-02 Medical & Scientific Journal Publications. These
files consist of manuscripts, articles and abstracts witten by
faculty nmenbers in connection wth their work at the university -
for publication in various nmedical journals such as American

Journal of cardiology, Medical Tinmes, |nternal Medicine, or
Familv Phvysician. My contain both published articles and

original manuscripts.” Arranged b% author’s nane and/or division.
May al so include papers reviewed by usuas staff.

Disvostion: Review periodically and DEST when no |onger
needed for reference purposes.

914 usuES Bi onedi cal Research Files. These files include
records related to the planning, devel opnent, and oversight of
specific projects and prograns of bionmedical research perforned
by UsuHS scientists or contractors; experinmental, observational
and control data; and reports, articles, and data sets.

914-01 Experimental and Statistical Data Files. These file
consi st of |ogs, notebooks, cards, forns or other nedia on which
observations and data are recorded; records on patients or
vol unteers; interviews, questionnaires, examnations, or |ab
tests, including nachine readings and data from slides, specinens
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or cultures; copies of abstracts of non-clinical records on

| ndi viduals such as birth and death certificates: records created
I n processing and anal yzing data related to or resulting fromthe

project, including indexes, code cards and sheets, charts,

graphs, punch cards, conputer output, tabulations, diagrans or
rawi ngs; and intermediate conpilations or analyses and progress
reports with feeder reports and background material.

Disposition: a. End products such as Progress Reports of
findings and concl usi ons: ERVANENT .  COFF when project is
concluded; RET to the wNRC after 5 years; TRF to the NARA 20
years after coFF. b. DEST all other materials when no |onger
needed for research or reference purposes.

NOTE: a. Those experinments involving human subjects and/or
deemed, to be of historical significance should be reappraised on
an individual basis for permanent-retention. Such experinents
mght deal with a cure of a disease, a major scientific

di scovery, a major health program or other event generating
great media, public, or historic interest. Notify NARA so that
an anal ysis and appraisal of these experinents can be conducted
and appropriate disposition authorized. b. Files created in the
course of research undertaken at the request of non-DoD agenci es,
e.g., the NIH, are not covered by this schedule, nust be clearly
Identified, and nust be kept separate from Defense-rel ated work.

915 USUHS Intra- and Extramural Research Protocol and G ant

Administration Files. This section applies to protocols and

?rants awar ded to the usuHs or the Henry M Jackson Foundati on
or the Advancenent of MIlitary Medicine (mJ) which are

mai nt ai ned by the Research Admnistration Ofice.

915-01 Research Protocols and Grants. These files contain
the official copy of the protocol or grant describing the nature
of the proposed research, methodol ogy involved, projected ains
and justifications, notations and records of approval actions,
nanmes of principal i1nvestigators, project reviews, and related
correspondence and nenoranda. Files are arranged by
| nvestigator’s nane and Research Admi nistration control nunber.
Files may be maintained in the followng status categories -

1. Pending - \aiting approval /di sapproval and action by grantor.
2. Active - Currently In an approved/funded status having passed
all stages of review 3. Historical - Consist of disapproved,
unfunded, and w thdrawn applications and include total
application, sumrary of review actions, and notification that no
awar d will be made. Also consist of previously active grants
whi ch have expired or term nated.

Funded Grants and Awards Case Files. These files consist of

I ndi vi dual case folders containing the total application, sunmary
of review actions, award notices, progress reports, financial
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records, audit records, close-out docunents and other supporting
and rel ated papers maintained as an identifiable entity. They

I ncl ude research project grants, fellowships, training grants,
and simlar types of grants and awards.

. Unfunded G ants or Awards. These files consist of
di sapproved, wthdrawn and non-funded grant applications and
Include the total application, sunnany of review actions, and
notification that no award wll be nmade. (WUSUO09)

Disposition: a. COFF on close-out or expiration of
protocol /grant or disapproval of award; hold in Current Files
Area (¢cFa) for 8 years after coFr, RET to the wNrRc, DEST 13 years
after corP. NOTE: Th&se projects-involving human subjects and/or
deemed to be of historical significance should be appraised on an
i ndi vidual basis for permanent retention. Such projects m ght
deal with cure of a disease, a mmjor scientific discovery, a
”HLOF heal th program or other event generating great nedia,
public, or historic interest. Notify the NARA so that an
anal ysis and apprai sal of these projects can be conducted and
apFroBr|ate di sposition authorized. b. Al animal protocols
w |l be sent to Laboratory Aninmal Medicine for disposition 8
years after program expires. Those records deemed to be pernmanent
Wil be retired as above. Al other animal use protocols wll be
RET to the wNrRc and destroyed after 13 years after COFF.
C. fjé gther offices, DEST 1 year after research project is
concl uded.

915-02 Grant Control Files. Indexes, registers, logs or -
other records relating to control of assigning nunbers or
| dentifying project applications and grants.

Disposition: Destroy when superseded or obsolete (ers 3,
ltem 14) (reference (p)) Electronic format (ers 20, Item 3; GRs
3, Item14) (reference (p)).

- 915-03 Grant Admnistration Files. Correspondence and/or.
subject files relating to routine operations and daily activities
In admnistration of the grant program

Disposition: Destroy when 2 years old (6rs 3, Item 14)
(reference (p)).

916 UsuHS Aut omated Database Files. This section is reserved
exclusively for electronic databases created specifically to
facilitate data production requirenments unique to the USUHS
adm ni strative support prograns.

916-01 Col |l ege and University Financial system (COFS). This
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dat abase i s naintai ned by the CUFS Pro{ect O fice System Manager
and provides end users |ogistical, contracting, and financi al
managenment information such as payroll, fund status, order and
requi sition tracking, and purchase and requisition order tables.
Har d copg_reports are generated as scheduled by users on a daily,
weekl vy, |meeklﬁ, monthly, quarterly, annual, or as-required
basis.  System backups are performed on a nonthly and annual
basis on nagnetic tape or other storage nedia. his file
contains I nformation protected by the Privacy Act of 1974
(WUSUO2, WUSU17 and WUSU18) .

Disposition: Mnthly backup files are scratched after 3
years; annual backups after 6 years. Hard copy output is
I ncorporated into user files and is disposed of according to the
appropriate subject series descriptions found el sewhere in this
I nstruction. | -

916-02 Automated Faculty Curriculum Vitae Files. This
dat abase is nmaintained by the Gvilian Personnel Directorate and
I ncludes fields describing basic biographical and professional
qualifications data on academc f acuity nmenbers. rd copy
output is furnished users upon request.

Disposition: Delete individual entries when faculty
appointment Is termnated. Delete file when systemis
Sgpfrseded. (For disposition of non-electronic files, see 922-

917 USUHS Department Of |aboratory Animal Medicine. This series
consists of files pertaining to the operation of the LAMthat are
not described el sewhere in this Instruction.

917-01 Animal Health Records. These consist of health care
records for all in-house animal popul ations of the raM nai ntai ned
by the Veterinary Medicine Dvision and include SF 600,

*" Chronol ogi cal Record of Medical Care, ® weight charts, records of
surgi cal procedures, anesthesiology records. Files are grouped
by species (dogs, goats, pigs, cats, pigeons, etc. ) and W thin
species by USDA tag nunmber or LAMs internal control nunbers.

Disposition: Cut off 5 years after death of aninmal or 3
years after conpletion of protocol, whichever is later. At the
end of this period aninmal health records and protocols (excluding
non-human prinmates ) will be destroyed. Non-human prinate health
records and non-human prinmate protocols wll be RET to the WRNC
and DEST 50 years after COFF.

917-02 Ani mal Husbandry Files. These records are maintained
by the Animal Husbandry Division and are used to nonitor the
condition and status of in-house aninmal populations and to hunan
contacts with each aninmal. They consist of inventories kept by
speci es and protocol nunber, records of tenperature and humdity

900- 22



Al 15, Encl. 4

In animal roons, and information on animal caretakers or
techni ci ans docunmenting each person’s work schedule. These
records are maintained on inventory sheets, in |og books, and in
a mai n-frame conputer.

Disposition: a. Inventory Sheets. DEST inventory sheets
when superseded. Electronic data may be dunped when no | onger
needed for backup. b. Log Books for Animal Caretakers. Record
keepi ng consists of two |og books, one for individual aninal
caretakers’ Tinme and Attendance, and one for animals cared for on
an individual day. COFF |og books at end of cal endar year, hold
In cFA for 3 years, RET to the WNRC, DEST 72 years after COFF.

- —_ =

918 vsUHS University Affairs. These files contain records
ronoting the continuation of esprit anmong University graduates
f all the Services.

oN®

918- 01 usuas Al umi and Student Information. Records
relating to alumi and current students, including enploynent and
re3|deng¥ I nformation, correspondence, and other related records.
These files contain information protected under the Privacy Act
of 1974 (wusuis).

Disposition: DEST when superseded, obsolete, or no |onger
needed for reference.

919 usuHs Pharnmacy Files. These files are maintained by the
USUHS Pharmacy which provides departnments wth necessary
pharmaceutical required for |aboratory and research protocols.

919-01 PharmacF Controlled Substance Form (USUHS 6048 or
successor) . Controlled Form having registered nunbers and used

to account for receiving, issuing, and admnistration of
control | ed substances by the Pharmacy. This Formis used to |og
control | ed substances. Requester will be notified upon arrival
of substance.

Disposition: DEST when 10 years ol d.

919-02 Departnental Controlled Substance Form (usuHs 6049 or
successor) . Controlled Form having registered nunbers and used
to account for receiving, issuing, and adm nistration of
control |l ed substances by departments or an investigator.

Cust odi ans of controlled substances are responsible for

saf eguardi ng and maintaining accountability of controlled forms
and substances issued to them Accountability includes
docunentation of specific date and tine when used, species and

| dentification nunbers of aninmals involved with its use, anounts
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Issue’d, returned or adm nistered, and on-hand bal ances. Full
sheets are returned to Pharmacy and new sheets issued if a
bal ance renains.

Disposition: DEST when 10 years old.

919- 03 Pharmacy/Departmental Control | ed Substances (USUHS
Form 6047 or successor). Receipt and issue records for
control |l ed substances maintained for accountability purposes.

Disposition: DEST when 10 years ol d.

919-04 Pharnmacy Controlled Substance Sealing Log (USUHS Form
6054 or successor). Maintained by the Pharmacy for
accountability of controlled substances sealed for storage by the
Control | ed Substance and Alcohol_Inventory Board (CSAIB).

Disposition: DEST when 10 years ol d.

919-05 Control |l ed Substances and Al cohol Inventory Board
| nventory Report (USUHS Form 6019 or successor) . Used by the
CSAIB to report the results of all inventory actions.

Disposition: DEST when 4 years old.

919-06 Request for New Supplies/pharmaceutical (USUHS Form
6417 or successor% . To request new itens be added to those
stocked in the Pharnacy.

Disposition: DEST when 2 years ol d.

919-07 Controlled Substances Tenporary |ssue Recei pts (USUHS
Form 6058 or successor) . Prepared by Controlled Substance
Custodian ( CSC) for 1tens |eaving the physical facility of usuHs
Eﬁr uge at a different location. Yellow copy is retained by
st odi an.

Disposition: DEST when 10 years ol d.

919-08 Controlled Substance Accountability Wrksheets - A
mont hly accountability of controlled substances wthin a specific
departnment. Prepared by departnent csc.

Disposition: DEST when 3 years old, purging once a year.

919-09 Absol ute Al cohol Storage Sheets (usudHs Form 6055 or
6056 or successor). Conpleted by investigators, staff and
faculty to keep accountability of absolute al cohol stored in
department fire cabinets. These sheets will be bound in the
:ﬁsu%gcfharnacy al cohol Usage Notebook" issued by the Pharmacy to
e :
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Disposition: DEST one year after last entry in |og.

919-10 Controlled Substances and Al cohol survey
Request/ Report (USUHS Form 6016 or successor) . Disposal reports
of controlled substances that are no | onger needed.

Di sposition: DEST when 10 years ol d.

919-11 Departnent of Justice/Drug Enforcement Adm nistration
“Registrants Inventory of Drugs 8Surrenderedm® (DEA Form 4l or its
successor) . Prepared by the Pharmacy O ficer and submtted to
DEA to account for the destruction of controlled substances.

Disposition: DEST when 10 years ol d.

| 919-12 Prescription Drugs (not controlled drugs ) . This file
I ncl udes hand receipts for drugs, needles, and syringes furnished
aut hori zation personnel for use in research only.

Disposition; DEST when 10 years ol d.

- 919-13 Controlled Substances Cass |-V _
This file consists of copies of the followng fornms (or their
successors) :  USUHS 6048, "pPharmacy Controlled Substance Form";

USUHS 6049, » Departnental Controlled Substance Forns’; uUsurs 6047,
"Pharmacy/Departmental Control | ed Substance”; USUHS 6054,

" Pharmacy Controll| ed Substance"; usurs 6019, » Controlled

Subst ances and Al cohol Inventory Report"; USUHS 6007, "Use of

Bi ohazards, Controlled Substances, and Dangerous Mterials”;

UsuHs 1-6404, ‘Controlled Substances Tenporary |ssue Receipt”;
USUHS 6058, “Controlled Substance Tenporary |ssue Recewpt”; USUHS
6016, “Controlled Substances and Al cohol Survey Request/Report”;
DEA Form 41, “Registrants Inventory of Drugs Surrendered”; and
departnment controlled substances accountability worksheets.

Disposition: DEST when 10 years ol d.

920 usuEs Environnental Health and Occupational Safety Files.
These files are maintained by the Environnental Health and
Cccupational Safety (EHS ) Dvision and pertain to the heal th and
safety programs unique to the USUHS.  They include data on

radi ation dosinmetry, radiation nmonitoring, radioactive waste

di sposal, accidents involving radioactive materials, testing,

I nspection and -calibration of equipnent, and radiation safety
training and QOccupational Heal th Branch.

920-01 Radiation Protection surveys. X-ray Surveys - Reports
of local Xx-ray systemsurveys. |ncludes x-ray system
measurenents, evaluation of system for conpliance wth Federal
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Regul ations, and recommendati ons.

Disposition: DEST when 5 years old (10 CFR 20. 2103)
(reference (x)).

920- 02 Radi ation Protection surveys - Radi ol sotope _
Laboratories. Reports of |aboratory surveys for conpliance wth
Federal and usuds Regul ations. Includes tests for radioactive
contam nation of |aboratories and or equipnent.

Disposition: DEST when 5 years old (10 cFr 20. 2103)
(reference (r)).

920-03 Radiation Protection Surveys - Radioisotope Packages

Reports of surveys for radioactive contam nation of incomng or
out goi ng packages. . .

Disposition: DEST when 5 years old (CFR 20.2103) (reference

(1))

920-04 Radiation Protection Training. "Information about
preparing and presenting local training courses on nethods of
controlling, preventing, and dealing wth exposure of people and
the environnent to ionizing radiation. Included are l|ocally
devel oped training materials, aids, notifications of training
sessions, rosters of graduation from courses with grades and
attendance dates, and simlar information. This file contains
I nformation protected under the Privacy Act of 1974 (wusuos).

Disposition: a. Information relating to training
materials, aids, and notification of courses: D spose of when
superseded or obsolete. b. Training attendance, grades and -
dates of attendance: Maintain on site. DEST upon termnation of
| icense, followng NRC instructions.

- 920-05 Radiation Standard Operating Procedures (SOPS) - SOPS
nai nt ai ned by rad|at|on_safetr officers that prescribe procedures
for procurenment, use, disposal, and control of radiation sources.

Disposition: DEST when SCP is superseded or on disposition
of the radiation source, whichever IS sooner.

920-06 Radi ation Analyses. Information on detecting and
recording levels of radiation or radioactivity in naterial
sanFIes or objects, and the environnent where materials are used.
| ncluded are chemcal and radiation analysis reports, process
control analysis reports, |leak and wi pe tests, air biological,
water, soil and vegetation sanples and simlar reports, logs, or
| nf ormat | on.

Disposition: Retain for 5 years and DEST in CFA (10
CFR 20. 2102 and 10 CFR 35.59(d) (reference (r) (reference (bb)).
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920- 07 Radionuclide Experinental Authorization (REA).
| nformation containing authorization for a Principal Investigator
to use radioactive material. Al information such as application
to use material, requests for-user status, requests for protocol
reviews, and information needed to maintain the REA are | ncluded.

. Disposition: Mintain on site. DEST upon term nation of
license (10 CFR 20.2102(b) (reference (r)).

920- 08 Radi ation Sources Accounting Files. - Information
accunul ated by radiation safety personnel in controlling the
receipt, retire, use, storage, and disposal of radioactive
materials and other radiation sources. |Included are records of
material novenents, ihstructions ¢éoncerning novenents, registers,
| ssue receipts, inventory and material accounting records, waste
di sposal reports, conputer data bases, and simlar information.

Disposition: a. - Information related to seal ed sources:
DEST 5 years after final disposition of source (10 cFr 35(d) (Q9)
(reference (bb)) b. Records of radioactive waste disposal:
Mai ntain on site. DEST upon termnation of |icense, follow ng
NRC i nstructions (10 crr 20.210(b)(4) (reference (r)).

920- 09 Personnel posimetry Files. Information on recording
and reporting external or internal exposure to ionizing
radiation. Included are records of all dosineters processed for

eval uation, consolidated reports of dosinmeter evaluations, DD
Forns 1141 (Record of Occupational Exposure to ionizing

Radi ation), and simlar information. This file contains

I nformation protected under the Privacy Act of 1974 (WJSULQ
WUSU13) .

~ Disposition: a. Admnistrative data pertaining to
adm ni stering program and individual requests maintained: DEST
5 years after the individual termnates from USUHS (10 CFR
20.2104(f) (reference (r)). b. Db Forms 1141 (or successor):
Malntain on site. DEST upon termnation of |icense (10 CFR
20.2106(f) (reference (r)). c. Bioassay Data and Cal cul ations:
Mai ntai n any P05|t|ve results on site and DEST when 75 years ol d.
Negative results may be destroyed when 5 years old (10 CFR
20.2106(f) (reference (r)).

920-10 Radiation Safety Conmttee Files. Information
relating to review, evaluation and approval or disapproval of the
use of sources of ionizing radiation, procedures and conditions
controlling such uses; and qualifications of individual users.
| ncluded are mnutes of neetings, recommendation pertaining itens
consi dered by the commttee and simlar information.
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Disposition: Miintain on site. DEST upon term nation of
|icense (10 CFR 20.2102(b) (reference (r)).

920-11 Radiation Inspections. Information that supplenents
surveys at local levels. It evaluates and provides guidance on
el imnating potential hazards using radiation sources. Such
I nspections Wil be provided by the Nuclear Regulatory
Commi ssion, Departnment of Defense, or other Federal Agencies.

Disposition: a. NRC Inspections: Miintain on site. DEST
upon termnation of |icense, follow ng NRCD guidelines (10 CFR
20.2102(b) (reference (r)). b. Oher Inspections: DEST when 5
years old or on conpletion of the next conparable survey,
whi chever 1s sooner (10 cFr 20.2102 (b) (reference (r)).

920=-12 Radiation. .lncident Piles. |nformation about
I nvestigating and reporting cases of overexposure of individuals
and the environment to ionizing radiation; and conparable
I ncidents involving radioactive materials. |ncluded are:
tel egraphic reports of incidents, reports of overexposure, ALARA
| nvestigations, |aboratory spills, reports of loss or theft of
radi oactive materials, and simlar information. This file
contains information protected under the Privacy Act of 1974
(WUSU11).

~Disposition: a. Overexposure and ALARA reports. Miintain
on site. Destroy when 75 years old (10 CFR 20. 2106 f? (reference
(r)) ., b. OQher Reports: Destroy when 30 years ol 10 CFR
20.2106(f) (reference (r) )

920-13 Radioactive Material Licensing. Information relating
to obtaining a Nuclear Regul atory Conm ssion (NRC) License to -
procure and use ionizing radiation sources. Included are |icense
applications, coordinating actions, 1 icenses, permts, and
amendnents thereto, and simlar information.

- Disposition: Mintain on site. DEST upon termination of
|'i cense.

920-14 Instrument and Source Calibration Files. [Information
on calibrating radiation sources and instrunents that mneasure
radiation. Included are calibration |ogs, manufacturers and

| ocal |y devel oped calibration forms, records pertaining to
calibration frequency, and simlar Information.

Di sposition: a. Cal ibration Certificates: DEST 3 years
after disposal .of the related radiation sources (10 cFr 20.2103 )

{
(reference gr) ) . b.  Logs and other papers: DEST when 5 years
old (10 CFR 20.2103 (a) ) (reference (r) E .

92 0-15 Bioenvirommental Engineering Case Files. These files
consi st of records created in the course of nonitoring health and ,

900- 28



Al 15, Encl. 4

safety conditions in the workplace and include annual health and
saf ety survey reports, occupational exposure eval uations,
assessments and controls data, hazardous material and agent

I nformation, and environnental assessnents and worksite
managenent practices (WUSU14 )

Disposition: Review each file at the end of the cal endar
year and COFF inactive materials; RET in CFA for 10 years and RET
to wNrc; DEST 40 years after COFF (20 or 29 cFr 1910. 20)

(reference (t)).

- 920-16 Hazardous Waste Manifests. These files are _
mai ntai ned in the Bioenvironmental Engineering Branch and consi st
of internal manifests-of hazardous material disposal.

Disposition: a. Internal manifests. DEST when 5 years old
(40 CFR 262.40) (reference (cc)). b. Db 1348-1,
Rel eased/ Recei pt Docunment. Maintain on site. DEST upon
termnation of license, follow ng EPA guidelines.

920- 17 Bioenvirommental Engi neering Database. Conputer data
base for managenent of BEE information such as chem cal
I nventories, facility utilization, workload scheduling and other
such information pertinent to nonitoring ongoing prograns.
Backups are perforned weekly.

D sposition: Delete information in the data base when no
| onger needed. (See 920-08 for related records.)

920-18 Log and Summary of QOccupational Injuries and
|| | nesses (usuHs Form No. 200, or successor).
Records Injuries and illnesses and notes of the extent and
out come of each case. Not every injury or illness occurring in
t he workpl ace is recordable.

Disposition: Miintain on site. DEST when 75 years ol d.

920- 19 supervisor’s Report of Accident. Consists of EHS
Form 6012 (or successor) “Supervisor’s Report of Accident,’ which
serves as an additional record of information pertaining to on-
the-job injuries or incidents.

Disposition: Miintain on site. DEST when 75 years ol d.

921 uultidiscipline Laboratories (Mpry. The MOL is the hone
base of operations for the nedical students including a
| aboratory work and studying area.

921-01 The National Board of Medical Exam ners (nNBME) Fil e.
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Conprehensive Part | and Part Il given twice a year to second
year nedical students. Also iIncludes subject exam nations given
t hroughout the year to first through fourth year nedical

students. These tests function as elenents of the certification
process for nedical licensure and as neasures of academc _
achi everment in individual disciplines. Assistant Dean, Teaching
& Research Support (ADTRS) & Multidiscipline Laboratories (MDL)
are responsible for the admnistration and security of all NBME
test materials fromthe date of receipt to the date of their
return to the National Board. This file contains infornation
protected under the Privacy Act of 1974 (wusuos).

Disposition: a. Executive Chief Proctor (TRS) Chi ef
Proctor (MDL): (Ceneral correspondence with the Board, orders for
tests, correspondence to staff and faculty concerning
examinations and preparation forx proctoring of exam nations,
Internal nmenos to request the test sites be in order, and bills
for the examnations: DEST 5 years after examis adm nistered.

b. Registrar’s OFfice: Individual scores, class records,
composite |ists, statistical information, and departnental
Information (sone of this information is on tape) ; general
correspondence from prior years held in Registrar’'s Ofice
consolidated with TRS: coFF upon GIWD of student; hold in CFA 20
years; RET to the wNrc; DEST after 50 years. c. Academc
Departnments: Refer to usurs Schedul e Nunber 912-09. d. Board of
Medi cal Examners: Original answer sheets and booklets are
returned to NBME.

921-02 Anatomcal Gft Program Files. Files on individuals
who plan to have or have donated their bodies to nmedical science.
Consists of original |egal docunents of certificate of Body
Donation or Certificate of Body Donation by Next of Kin; and -
State Death Certificate Burial-Transit Permt, and Authority to
Cremate. Also contained in folder are Report on Medical history,
vital statistics request for Medical/Dental Records Death Call
Wor ksheet, Lab Reports, Authority to Cremate, copies of all
correspondence.

Dispvosition: a. [Individual donor case files (accepted)
COFF upon cremation and/or iternment of donor’s remains or their
return to next-of-kin; hold files in Anatom cal Teachi ng
Laboratories for 5 years, then RET to the wWNRC; DEST 75 years
after cofFf. b. Individual donor case files (pending). ~Review
periodically. DEST any files when no |onger needed.

922 Cvilian Personnel Academ c appointnment Section. These
files are maintained 1n the Academ ¢ Appol ntnent Section which
Brepares appol ntments, pronotions, and tenure materials. Not to
e confused wth the Oficial Personnel File (202-12) or the

O fice Personnel Information Files (202-07).

922-01 Visa Files on Foreign National Enployees.
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Cor r espondence, menoranduns, reports, forms and other types of
correspondence regarding individual visa applicants. Visa
applications are copies.

COFF after separation. RET to the WANRC 10
years after COFF. DEST 10 years after retirenment to the WNRC.

922-02 Faculty Curriculum Vitae Files. These files contain
curriculumvitae, acuity appointnent letters, reappointnent
| etters and departnental nmenoranda for both billeted mlitary_and
adj unct non-billeted mlitary and civil ian f acuity nmenbers. ~ The
files are arranged al phabetically in a central file. It Is the
only place to locate some information on adjunct f acuity; other
i nf” ormation may be duplicated in the OPF. 'This file contains
I nformation protected under the Privacy Act of 1974 (wusuo3
(For disposition of electronic database files, see 916-02.

Disposition: Update periodically. cofFr after termnation
of f acuity nenber and place in inactive file. RET to the WNRC 20
years after COFF; DEST 50 years after RET.

922-03 Faculty Indexes. These are index cards that include
name, address, departnment and title, and date of appointnment of
i ndi vi dual s hol di ng acadeni ¢ appoi ntments at USUHS.  Mai ntai ned
for convenience and reference in the Gvilian Personnel
Di rectorate.

Disposition: Update periodically; DEST when no |onger
needed for reference.

922-04 Individual Faculty Case Files Wo Wrk Qutside of
usurs. Consists of copies of usuHs Form 1006 (or its successor)
“Request for Approval of Qutside Activity,” which is used to
reguest perm ssion for enploynment outside of the usuHs facility,
and uUsuHs Form 1013 (or its successor) “Report on Qutside
Activity,” which is conpleted by Septenber 10 of that year's
activities.

- Disposition: COFF after separation. DEST 3 years after

923 Adm nistrative Files. These files relate to the perfornmance
ofhrgﬁt|ne adm ni strative functions not covered el sewhere in this
schedul e.

923-01 Weekly Activity Report. Activities of all
departments in the University conpiled weekly.

Disposition: a Menoranda submtted by the Deputy Dean’s
900- 31



Ofice to Assistant Secretary of Defense for Health Affairs.
DEST when 1 year old. b. mor anda from Departnents submtted
to Deputy Dean. DEST when 4 nonths old. c. Departnental

copi es. DEST when 1 year ol d.

923-02 Suspense Files. Facilitative records such as
suspense files.

Disposition: DEST when 2 years old, or when no |onger
needed, whichever is sooner (GRS 23, Item 1) (reference (p))

923-03 Tracking and Control Records. Facilitative records
such as tracking and control records.

[]SEQSition:_ DEST when 2 years old, or when no |onger
needed, Whi chever i s gooner (CRS. 23, Item 1) (reference (p))

924 Unjversity Health Center Medical Records. These files are
mai ntained in the Student Health dinic which cares for students
and student spouses.

924-01 Student Medical Records. Health records for students
and their dependents, and mlitary faculty used until the time of
graduation/termnation. These records contain information
protected under the Privacy Act of 1974 (wusuose).

Disposition: Release to students and spouses upon
graduation or retire. Records released to faculty upon
reassignnent, retirenment or resignation.

924-02 Health Unit Control Files. TLogs or registers
reflecting daily number of visits to health center.

Disposition: a. If information is sumuarized on
statistical .report: DEST 3 nonths after |ast entry (GRS 1, |tem
20a) (reference (p)). b. If information is not sunmmari zed:

DEST 2 years after last entry (6Rs 1, Item 20b) (reference (p)).

924-03 Quarter’s Log. Listings of all students and active
duty personnel who are put on quarters while under treatnment for

IIlness. This file contains information protected under the
Privacy Act of 1974 (susuo3).

D sposition: DEST 5 years after last entry in |og.

_ 924-04 Student Photo File. Miintained for ease of:
| dentification.

Disposition: DEST when 5 years old or when no | onger needed
(GRS 21, Item 2) (reference (p)).

924-05 Student Nane and Address Log. Al phabetical |ist of
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students by year with their name , address , tel ephone nunber and
social security nunber, maintained for convenience. This file

cont ai ns information protected under the Privacy Act of 1974
(WUSW03 ) .

Disposition; DEST when superseded.

924-06 MSI & MSII Cl ass Schedul es. This file consists of

duplicate copies of class schedules maintained for ease of
reference.

Disposition: DEST at end of academ c year.

924- 0. 7 WDMET system. Wound Data & Miunitions Effectiveness
Team  (Pending approval)

1. WDMET case files on wounded sol diers consisting of
summary sheets, series of body diagrans, descriptions Of weapons,
medi cal data treatnent information, and other related records.

_ 2. WDMET audi 0 cassettes consisting of recorded interviews
mnthhmntnesses to the wounding as well as with troops generally
in the area.

3. VDMET slides of wounds.
4. WDMET X-rays of wounded sol diers.

Disposition: Permanent. Transfer inmediately to National
Archives when no |onger needed for current business.

5. Database of information extracted from WDMET case fil es.

Disposition: Electronic Files: Permanent. a. 1987-1993:
Transfer a copy of the database files to the National Archives
upon approval of this schedule. b. 1993- : Transfer updated
copy of the database files to the National Archives every three
{8&55. (1. e. next transfer would be nade prior to 31 Decenber

NOTE : 1) |If updated ecopy of the database includes all
records in the previous transfer of the database wth no changes,
once the latest transfer of the database has been preservation
copied by the National Archives, the National Archives wll
destroy the previous transfer of the database as duplicate
material. 2 ) all transfers of data will be done in accordance
Wth 36 cFrr & 1228.

6. System docunentation for database of information
900- 33
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extracted from wWDMET case fil es.

Disposition: Permanent. a. 1987-1993: Transfer a copy of
the docunentation for the electronic files cited in E. 1. (above)
along with the first transfer of the electronic files. _

b. 1993- : Transfer an updated copy of the docunentation wth
each subsequent transfer of electronic files in E 2. (above)

NOTE: a1l transfers of documentation wll be done in
accordance with 36 cFr 1228 (reference (e) )

7. El ectronic i ndex to WDMET sl i des.

Disposition: Electronic Files: Permanent. a. 1987-1993:
Transfer a copy of the index files to the National Archives upon
aPprovaj of this schedule. b. 1993- : Transfer updated copy
of the index files to” the National Archives every three years.

(1. e. next transfer would be made prior to 31 Decenber 1996)

NOTE: 1) If updated eopy of the index includes all records
In the previous transfer of the database wth no changes, once
the latest transfer has been preservation copied by the National
Archives, the National Archives wll destroy the previous
transfer of the index as duplicate material. 2) Al transfers of
data w ||l be done in accordance with 36 cFrR 1228 (reference (e) )

i 8. System docunentation for electronic index t0O WDMET
slides.

D sposition: Permanent. a. 1987-1993: Transfer a copy
of the documentation for the electronic files cited in G 1.
(above% along wth the first transfer of the electronic files.
b. 1993- : Transfer an updated copy of the documentation wth
each subsequent transfer of the electronic files in G 2. (above )

NOTE : Al transfers of. docunentation wll be done in
accordance with 36 cer 1228 (reference (e) )
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1000 Legislative Affairs. General (Nc1-330~77-8). The
Assistant Secretary of Defense (Legislative Affairs) is _
responsible for the DoD relations wth Congress, the designation
and appearance of w tnesses, coordination of the DoD supported
congressional travel, processing of security requests for
congressional consideration of the |egislative program of the
Department of Defense. Unless otherw se indicated, permanent
files wll become available to the NARA when 30 years ol d.

1001 Reserved (see 103, Common M ssion Files).

1002 lLegislative Program Files. The following file, 1002-01
through 1002-07, are identical in content, each representing the
|l egi slative program of different organizations in the DoD. They
consi st of legislative prograns, in their particular areas,
letters fromand to congressional commttees or individual
ne?ber?z nonitoring of the programs, and coordinating |egislative
activities.

_ 1002-01 Legislative Prograns (Defense Research and Engi neer -
I ng, Defense Advanced Research Projects Agency).

1002-02 Legislative Programs (Conptroller, Defense Cvil
Prepar edness Agency).

1002-03 Legislative Programs (Installations and Logistics,
Eﬁfense)Supply, Def ense Contract Audit, and Defense Mappi ng
genci es).

1002-04 lLegislative Prograns (lnternational Security,
Krogr§ﬁ1AnalyS|s and Eval uation, Defense Security Assistance
gency).

1002-05 Legislative Progranms (Chairman of the Joint Chiefs
of Staff, DpIA, Nsa, Intelligence, Public Affairs)

- 1002-06 Legislative Prograns (Manpower, Reserve, and Health
Affairs).

1002-07 Legislative Programs.  (Atomic Energy, Defense
Nucl ear Agency, Defense Communi cations Agency).

Disposition: Permanent. Retire to the wNrRc 3 years after
program conpl et i on.

1002-08 Research and Adm nistrati on.

1. Docunents on the arrangenents for the DoD supported
travel for netiers of Congress and congressional staffs.
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Requests from Congress f O support, support evaluation for
conformance wth policy and appropriate referral to Mlitary
Departments for execution.

Disposition: Destroy when 1 year old.

2. Docunents arranging security clearance of nenbers of
congressional staff.

Disposition;: Destroy 1 year after staff member |eaves his
or her assignnent.

3. Legislative Research Files

a. povuments's briefly describing history of proposed or
impending legislature. for edification of -the DoD officials.

Disposition: Legislative research: Permanent. Retire to
the wNRc 5 years after noncurrency.

b. Statistics that are accunulated to support responses
to congressional inquiries. They are not record copies.

Disposition: Destroy when no |onger required.
c. Congressional Records and Congressional Hearings.
Disposition: Destroy when superseded, obsolete, or no

longer needed for reference, as prescribed for docunments
mai nt ai ned | AW series 103-08. 3.

d. Daily summaries of itens of interest to the secretary-
of Defense.

Disposition: Destroy when 5 years ol d.

4, \Wite House Staff Correspondence. Correspondence
exchanged with Wite House staff on matters of |egislative

interest. \Wekly reports to the Wite House on status of the DoD
| egi sl ati on.

Di ition: Permanent. Retire to the WNRC when 5 years
old .
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